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(g) Routine use means the disclosure
of a record that is compatible with the
purpose for which the record was col-
lected.

(h) Request for access means a request
made pursuant to 5 U.S.C. 552a(d)(1).

(i) Request for amendment means a re-
quest made pursuant to 5 TU.S.C.
5562a.(d)(2).

(j) Request for accounting means a re-
quest made pursuant to 5 TU.S.C.
5562a(c)(3).

§802.13 Verifying your identity.

(a) Requests for your own records.
When you make a request for access to
records about yourself, you must verify
your identity. You must state your full
name, current address, and date and
place of birth. You must sign your re-
quest and your signature must either
be notarized or submitted by you under
28 U.S.C. 1746. In order to help the iden-
tification and location of requested
records, you may also, at your option,
include your social security number.

(b) Requests on behalf of another. In-
formation that concerns an individual
and that is contained in a system of
records maintained by the Agency
shall not be disclosed to any person, or
to another agency, except under the
provisions of the Privacy Act, 5 U.S.C.
562a, or the Freedom of Information
Act, 5 U.S.C. 552.

(c) Disclosure criteria. Staff may dis-
close information from an agency sys-
tem of records only if one or more of
the following criteria apply:

(1) With the written consent of the
individual to whom the record per-
tains.

(2) Pursuant to a specific exception
listed under the Privacy Act (b U.S.C.
562a(b)). For example, specific excep-
tions allow disclosure:

(i) To employees within the Agency
who have a need for the record in the
performance of their duties.

(ii) If disclosure is required under
FOIA when the public interest in dis-
closure of the information outweighs
the privacy interest involved.

(iii) For a routine use described in
the agency system of records as pub-
lished in the FEDERAL REGISTER.

(A) The published notices for these
systems describe the records contained
in each system and the routine uses for
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disclosing these records without first
obtaining the consent of the person to
whom the records pertain.

(B) CSOSA publishes notices of sys-
tem of records, including all pertinent
routine uses, in the FEDERAL REGISTER.

§802.14 Requests for access to records.

(a) Submission and processing proce-
dures. (1) Requests for any agency
record about yourself ordinarily will be
processed pursuant to the Privacy Act,
5 U.S.C. 552a. Such a request must be
made in writing and addressed to the
FOIA Officer, Office of the General
Counsel, Court Services and Offender
Supervision Agency, 633 Indiana Ave-
nue, NW., Washington, DC 20004. The
requester should clearly mark on the
face of the letter and the envelope
“Privacy Act Request.”

(2) Your request will be considered
received as of the date it is received by
the Office of the General Counsel. For
quickest possible handling, you should
mark both your request letter and the
envelope ‘‘Privacy Act Request.”

(3) You must describe the records
that you seek in enough detail to en-
able Agency personnel to locate them
with a reasonable amount of effort.
Whenever possible, your request should
include specific information about each
record sought, such as the date, title or
name, author, recipient and subject
matter of the record. As a general rule,
the more specific you are about the
records or type of records that you
want, the more likely the Agency will
be able to locate the records in re-
sponse to your request. If a determina-
tion is made that your request does not
reasonably describe records, the Agen-
cy will tell you either what additional
information is needed or why your re-
quest is otherwise insufficient. You
will be given the opportunity to discuss
your request so that you may modify it
to meet the requirements of this sec-
tion.

(b) Release and review procedures.
Upon written request by an individual
to gain access to his or her records
which are not otherwise exempted,
CSOSA shall permit the individual and,
upon the individual’s request, a person
of his or her choosing to accompany
him or her, to review the record and
have a copy of all or any portion of the
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